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The area of operation. that concerns
itself with the volunteers-is a hub
of continual activity. Although

this handbook outlines a logical path
of act1v1ty throughout a school for
the Volunteer Persohnel Operations,
the actual 'situation may be quite

L T , S : ' .~ different. For example, as. each hew :
) o ‘ L volunteer program is deQeloped
o - , : throughout the year, tHe Planning and

Preparation -Phases will have to begin
-all over again for the Volunteer
"Personnel Operations. This coupled

" with new needs being identified
‘periodically out in the individual
schools cah confuse involved personnel.

. A The picture actually should not be
- ST ¢ a gloomy one. -To paint it rosy,
o ~however, calls for arduous planning
- and preparation ahd mahy varied ahd
exciting forms- of communication. . .
This communication mechanism which
includes all the record-keeping
materials must be planned and .accepted .
g , by all involved. Otherwise, the
e ~ information f£low will not work.

L - / o i The Volunteer Personnel Operations

o o oy o C is a service area.of the Volunteer

Kl ' _ Services System. It serves the
community; the Administrator, Volun-
teer ‘Services System; the School
Volunteer Operatlon* the Volunteer
Program Operation; and’ the 1ndlv1dua1
schools with Volunteer Services
System materials, information, com-

. .  munication and training and progxrams

. : : and materials, and most important,

el , with volunteers.




‘Most volunteer operations have as
thefr highest priority the recruit-
ment of volunteers. The reason is
obvious -~ ho VOlunteers, no volunteer

: 'program. Another valid.reason is.

.o that it takes so much time. to recrult
_finterv1ew and place volunteers
4'successfu11y. »

In a Volunteer Services System, how-

ever, the Volunteer’ Personnel :

_ Operatlons is that area that provides

. 'a gervice to. all other aspects of the
 Volunteer . Seiqices System. This by
' no means lessehs its importance._ The
point is simply that the work of the’

' VYolunteer Personnel Operations is ..
dependent upon the needs and objectlves
of all other areas -- Administration;””’

Volunteer Services System; School

Volunteer OperatlonS‘ Volunteer,

“Program Operations; :and also: the
potential volunteer communlty.

The recruitment of approprlate types

.- and numbers of volunteers, the feed-
back information determined necessary
for effective decisions, the two-way
communication between the Volunteer

,SerVLces System and. the volunteers ~-—

- all are responslbllltles of Volunteer
Persohnel Operations; all are

- stipulated by the approprlate Vol-
.unteer Serv1ces System dec1smon—makers.<

.

Therefofe, the Plahnihg Phase for
the Volunteer Pexrsonnel Operatlons
is based upon decisions by other
Volunteer Services System areas in
collaboration with the information -
and expertise of the Volunteer

- Persohnel Operation. -

'_2“ o . 5




' RATIONALE
FOR B
' EXISTENCE

GOALS AND |

OBJECTIVES

. would not exist unless there were

- whole Volunteer Services System needs

 assessment effort is crucial for.
determining the type and amount of .

Personnel Operations. Priority needs
_for ‘volunteers should be relatéd to

_Hbulldlng leVel ~ Although many tlmes:>
“schools can recruit neighborhood . .

. supply the complete’ number of requested
»VOlunteers.. ca : '

’ Also, undexstandlng the envxronment
'71ndlcates a negative or unenthusiastic

‘volunteers to creating a posxtxve and

 Most often, however, fllllng a pre- .

The Volunteer Personnel Operations

needs for volunteers. Therefore, the

work necessary by the Volunteer

on-going school volunteer programs,
to hewly developed programs and to .
specific volunteer needs at the .

volunteers to fulfill their specific
needs, often the central office
recruiting facility (the Volunteer
Personnel Operations) may be called
upon to supplement the number or

s

for volunteers is important to the
Volunteer Personnel Operations. If
an assessment of volunteer interest

attltude or climate, the whole goul of
this area of operation may change from
filling a percentage of requests for ~
constructive relationship between the
school volunteer programs and the:
potentlal volunteer communlty. L

determined percentage of requests for
volunteexrs is coupled with a posgitive
promotional campaign. Broad goals
for a Volunteer Personnel Operation:
should be broken down.each year into

specific objectives. These obgectlvee

';gf




should include what the Volunteer
Services System expects this arga of
operation to achieve, by when, and
: , | how success and/or faildre will be
- - S . ' measured.
: I : "~ The point, here, is one- of supply
el v o * and demand which could get quickly
B . out of hand. Realistic percentages
-and numbers are necessary. It is
easy to 1dent1fy specific problemS'
that could arise if teachers and
" Volunteer Program Chairmen were
allowed to think that every request
for a volunieer would be filled.
This would be. ldeal of course, but
not very practical. Possibly
specific recruitment and placement
objectives for each volunteer progra
N , _ _ ‘rather than a sweeping objective
. IR ~ would solve some future problems for
' this area of operation. :

(g

' DESIGN - o A designsor strategy for how the

FOR YEAR goals and objectives are to be ;
_ accomplished comes early in the :
. : o o school year if not during the summer

months. This design is a blueprint
of what will transpire during the
school year, and includes-
- A plan for allocating staff and
volunteer resources, time, money
needed. ,
. = An identification Jf resources for
o . - potential volunteers to be taped:

- parents, students, senior citizens,
business~-industry, clubs-organiza-
tions .

- A design for public selations and
publicity materials both for
recruitment and for general public-

- _ , B awareness including a schedule of
LT e _ o« release dates. A :
e o | _7' SURLIE S

‘ £]{UC ; L Y - o /




- An identification of personnel forms.
" and materials needed for interviewing,
orlentlng and monitoring volunteers -
~ and volunteer activities. e
- A determination- of volunteer and )
staff people involved in Volunteer
- Personnel Operations as administra— .
tive volunteers, interviewers,
speaker s bureau, artists, reperters,
'Volunteer ‘Building Coordinators, etc.:
Once identified, the types of duties
and responslbllltles for each should v
be planned.
-~ A design for. tralnlng ‘these people
for their specific jobs. e
- Procedures, - lines of authorlty, paths
of information flow, coordination’ of
efforts, and timetables for each
activity and. posltlon must be
determined. ' L
-~ An identification of spec1f1c feed—
back information needs of :
administrative Volunteer Services
System. for effective and tlmely
decision-making.

These information needs should be based
on the specific object1Ves of Vo unteer
' Servmces System for that school year -
and for each volunteer program. The
Volunteexr Personnel Operations -is
responsible for the volunteer personnel
throughout the Volunteer Services
System -- from recruitment all the way
through to retention of volunteers for
the next school year. This area of -
operation is dependent upon needs for
volunteers and the attitude and ‘
interest of the potential volunteer
- community. . R




' CHAPTER II -~

The Preparation Phase for the Volun-
teer Personnel Operations is crucial.
Getting ready to recruit, interview,
e | ' , ' screen, place, orient, monitor and
: : recognize volunteers throughout the
' school year is no small task. P
For this reason, sample recruitment
~.,.and monitoring forms referred to in

S U | ' this chapter may be found in the

B : Appendix. | o ’ .
 DEVELOP V,S.S..-' PROCEDURES  “How the Voluhteer Personnel Qperatibﬁé
- RECRUITMENT e e " goes about recruiting volunteers
- CAMPAIGN : . : depends upon the types of volunteers

needed. ' For example, if individual
schools only wish to draw upon their
local heighborhoods, a mass-media -
campaign would not be necessary. If,
. however, school volunteer personnel
— : are too busy to perform recruitment -
.« 7 activities, the burden of respon- =
sibility lies with the Volunteer
Personnel Operations. It is usually
a combination of these two efforts.
Some ‘volunteer programs ‘attract the
local school volunteer! others may
. , . be unique and the effort of £inding
. o ' : - gpecific volunteers may be too much
- o ' . for one school to handle.

Whatever the combination, the point .
should be clear that developing the . *
procedures of recruitment depends ;
: ‘upoh the types and numbers of volun-
" : S teers needed.
Once needs for volunteers are
determined, the decision of what
materials are necessary follows.
o Many techniques and materials are
c ’ - available to the Volunteer Personnel -

MATERIALS




DEVELOP
SCHOOL

. CAMPAIGN -.

» RECRUITMENT

Operations, The dlfflculty lies in
- selecting the proper tools and
~ techniques for the proper audlence of
_potentlal ‘volunteers. -

A flyer passed out on a downtown
street corner is effective but would =
not touch potential volunteers. from

a large industry on the outskirts of

“the city. A Speakers'|Bureau kit may
‘be most attractive to ¢ivic organiza-

tions but would turn a' senior citizens

~ group off.- Developing all types of

materials is desirable, but many times
not posslble flnanclally.»

_ If the budget for "school Voﬂunteer

Personnel Operations is limXted, the
materials developed may be dependent
upon outside organizations, businesses,
etc. for their help. -Want ads in
newspapers cost money; articles do

not. Yet, a newspaper will only write
so many articles per year and they
geem to always want a new twist.

The procedures and materials for
recruiting volunteers from the school

B neighborhood are more standardized

and therefore simpler and cheaper.:
The Fall Open House at the school,

PTA meetings, telephoning by homeroom
mothers or PTA members, flyers
delivered home or door-to-door by
students, articles in the school
newsletter are all excellent means

of recruiting the school heighborhood

volunteer.

The edge this type of recruitment
has over the mass campaign by the *
Volunteexr Pexsonnel Operatlons of the
" Volunteer Servmces System is that 1t

- 10 | S




is a'personél contact. One person
saying, "We need YOU," to another is

S - . ~ ‘almost full proof. . Working out what

e ' - ’ a person would like ‘to do, which isg .

' ' ' : ' actually a screening process, at‘the . .
same time is so reassuring. Not all
school heighborhood volunteers have
the skills and intere&ts for activ-

I ities identified by school staff.

_— | S ‘ ~ If this type of situation can be

L " 'worked out personally, the results
- 3 L - are effective recrultmgnt ‘and place~.
. ' ' ment, :

The two recruitment campaigns ~~ frca
., the Volunteer Services System and

from the school - must therefore .

compliment and augment one another,

N ‘ e and the procedures and materials
' ' ‘ o ap ropriate for the varied audiences
1d be developed cooperatlvely at '
thlB tlme.
TRAINING : a . The Voluntder Building Coordinator
VOLUNTEER : ‘ is by definition°a velunteer and a
 BUILDING : member of the local school neighbor-
 GCOORDINATOR - hood. The respongibility of the

Volunteer Building Coordinator is the
~ same as that of the Volunteer Person-
e : nel Operations but on the individual l
school level. In this way, the :
* Yolunteer Building Coordinator is an ‘
assistant or branch of the Volunteer |
Persgonnel Operations. :

G \ The Volunteer Personnel Operations - -
: : therefore has the responsibility of
training the Volunteer Building y
Coordinator in the necessary skills
of that position. This training
should obviously include techniques
~in neighborhood recruitment, develop-
ment of recruitment materials,

11 -8




2

personnel management and human

S : . relations kechniques,_interviewing

A R | ‘and screening procedures, monitoring
N skills and school recognit;on

-

procedures.
TRAINING . OBJECTIVES Conducting a worthwhile personal
* INTERVIEWERS FOR ] interview with a potential volunteer
- OF VOLUNTEERS - TRAINING - sets the tone of all subsequent

activities. For this reason, the

R . _ - training of interviewers is most

T _— necessary. The objectives of training
' S ' " for interviewers are:

- To convey the relationghip of the |

. : persona’ interview to all activities

- and programs of the Volunteer |
Services System. '

- = To convey the importance of matching}i
volunteer interests, skills and ‘
talents with requests for volunteer .
service. (

- To provide useful techniques and |
information to interviewers to |
assure successful interviews.

|
|
|
J
-
|
#
\
\

< - To develop interview skills by
o . active participation in planned
- ‘ © training activities. :
L TRAINING Information shared in a training
INFORMATION session for interviewers includes the

el

fbllowing arcas: .
1. The interviewer dhould understand
» himsel€: LY |
- be aware of his opinions, convxctions,
preconceptions, and attitudes.
, - be aware of what influences a good
' ‘ ° or bad first impression of-the
applicant, i.e., education, appear~
ance, grammar, religion, race,
‘social status, demeanor.
~ be mindful of the validity or lack
thereof of first impressiong in

L ' s |




;pharacter. L £ Er
be honest in judgLng the appllcant o
w1thout lettlng pre—conce;ved g,»*?~97
notlons lnfluence his. evaluatlon o
of the prospectlve volunteer.,d,jf
'7j2 A successful 1nterv1ewer 1s.~7»."
L IR} good llstener.,~< ' ‘
ffsensxt;ve to other. 1nd:.v1dualsle
..an effective communicator.
- friendly and flexlble.: '
.= at ease with people .
e honest with the abpllcant
‘ nthu31ast1c.',jjﬂa D e
3. A successful 1nterv1ewer w1ll. -
712,be famlllar with the phllosophles*,y_f;
“; and aims of the volunteer program. =

- be knowledgeable- about all avallable o

‘volunteer jobs. e
- “be able to give: ‘the potentlal
. “‘volunteer facts about all volunteer
. programs.

‘be able to outllne spec1f1c job

. requ:.rements . -

‘be knowledgeable about the spec1f1c
. _school where the volunﬁeer will

'work as well as the persoh or ..

. persons for whom he/she will work.
be able to secure information about
the appllcant s abllltles, 1nterests,

" and character. -~ .

. be able to promote, the’ applxcant s .

" -desire to.give, hls/her‘serv1ce.;;_ ,

- be able to assess the best contrl-'] e
butionh that the appllcant can make AT
to 'the program, - - - S
“be- able to. find an a531gnment Whlch"’
fulfllls the ‘needs of the volunteerfifft
~ag well as the. needs of the '

‘ volunteer program.i;;,-




oo T : . - . : _“; . M ! L
\f;;;;EQ In summary, the 1nterv1ewer must bef o
: ‘capable- of evaluatlng the volunteer's -
skills and interests. and match- ‘them '_
 with the ‘present needs of the volunteer
B TR program.t In order to accompllsh thls
.- - objective, the interviewer must deal "
PR ' ’ w1th the prospective volunteer oh an.
individual basis using a personal
approach for each partlcular sltuatlon;\
INTERVIEWING 4’_ Speclflc procedures are called for»e'
PROCEDﬁRES j'_ before, durlng and after an* 1nteIV1ew.
R Advance Pre.aratlon*for InterV1ew
L O % 'Before actually meeting with the
“wye - . . 7 .. potential volunteer, an interviewet '
c L  must.take some, time for advance
S preparatlon to assure that the 1nten
s .7 wview'per se will be mean1ngfu1 and:
e effective.  The first thing that an -
_interviewer will want to do is to .
" review the application of thatv ;
- potential volunteer- if one is. avail-
able, 7 (In some circumstances, the = -
appllcatlon will be completed at’ the -
“time of the intefview.) By rev1ew1ng~'
- the appllcatlon, it may be posslble '
g o grasp some pertinent 1nd1cators
" ahead. of- time concernlng the. appllcant
which mlght include background, I
« -~ - ‘experience, abllltleSy avallablllty,
: S etc.,  Application review can' also
ol help to determine information that:is -;
IR “unclear, and if so, the interviewer
o v _can. jot these® areas down for the .
e purpose of clarification at’ the tlme- B

of the interview. .
e i Q

S Another 1mportant 1tem to accompllsh
. R . ' in the prepardtion stage is to schedule.
" the actual mnberVLew well in .advance so
EEEE e " as to allow the applicant suff1c1ent
R TR dvi;l ime to arranqe his/he chedule to




B Sl {meet the 1nterv1ew date and tlme, or - .
PO _;~Qﬂ~f‘;7£:e .’xj~ié < ats the very "least, the appllcant w111 ij;
L ‘.f'i__ffgg»'i“,f“fffff;then ‘have the chance to reschedule =~
e 0 o the interview if it conflicts with .
Ry L his/her owh schedule. When notlfylng L
" the applmcant ‘of the hour and date of
: the interview, be sure to allot.
, S : :  enpugh time for the interview as: mucht
S TR - . information must be exchanged durlng
T ' this sesslon. SRR S

SR S R ;;‘In addltlon, phy51cal arrangements

Sy Lo o for conducting the. interview should '
RN e e also be given consideration. A . .
comfortable room setting that allows

© . for- prlvacy and a lack of ‘interrup~ _
tions is mapdatory. ‘Lastly, the exact =~
purpose of the forthcomlng interview

’nshould be crystalllzed and adhered

~ito at the time of the interview.

‘o 240 onducting the Interview ' -
BT " "An 1nterV1ew should always begln on
' © ‘time% " The applicant may be appre~. .
AT : o - .. hensive and keeping him/her waiting " - .
e T e s . can only lead to further anxlety.‘,vt@5'
S S P A TR £ - 13 therefore, important to put the =
Coo@o 2. ‘applicant immediately at ease. To . " -
. . . ‘do this, an -interviewer, should greet
' the potential volunteer. pleasantly,
introduce himself, and call the .
. o . applicant by name. Offering the
. =, . - .. “applicant a comfortable chair, taklng ,
oo o- T . . nis/her coat, and offering coffee are
o7 just a few amenities that"will help
; L o« “the applmcant relax., An 1nterv1ewer
B A must control the.conversation on one
T L . . hand, but be mindful of not taking
I L o ' it over completely. One should,.
Cel .. . . therefore, avoid going off on = SR
| 4 " tangents and should avoid dlsturblng Lk
,topacs and harangues. : = :

td
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.

It must he kept in’ mlnd that an
- interview is desighed. to obtain -
- informationh from the applicant and
_ thus: questlons should be structured
_“to 'illicit the appropriate desired
" respohses.’ This .can be accomplished .
_ +by asking the. applicant periodic
. open~ended questions as well as
" encouraging him/her to speak freely
;””and candldly; ‘o assimilate this ,
. necessary information, the 1nterv1ewer‘-

" must listen and observe what is: :

. actually: belng .gaid as well as ‘how -
the applicant is saying it. 0bserv1ng'
the appllvant s gestures, . expressions,
.and demeanoxr along ‘with llstening to
‘his/her inflections, will help in
determining how the applicant really

. thinks and feels as opposed to what
'~ he/she might actually be. saying. _

" When there is a pause in the conversa- -

~tion, do hot become uncomfortable or

" impatient as the appllcant is
undoubtedly - thlnklng over .some p01nt

_Although it is esgential to lead.the’

_vquestlonlng and to follow the 1nter--

. view format,.lt isg,. nevertheless, Just:
as vital to encourage the volunteer to
ask questlons ‘during the course of the
interview. The potential volunteer

. will of course desixe information
.- regarding the volunteer program, etc.

* “and must have the opportunity to obtain
it. It is: the interviewers respon-~
Siblllty to be .able to discuss :
_volunteer programs and assignments -
tdklng care ‘hot to oversell or undersell

any particular assignment or its

_requireménts. Obviously throughout the

course of the interview an 1nterv1ewer.
" will need to write down pertinent '
1nformatlon on the interview schedule -

16
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»
maklng special note .of the appllcanl B
skills and experierces as well as:
his/her volunteer preference., thls
may or may not be done by special.
coding that ‘has . already been developed
developed.)

\

3..01031nq the Interviey
Before terminating the lnterV1ew,
make sure all needed 1nformatlon has
been obtalned, state how pleased you
are with the applicant's 1nterest in
volunteering, assure the appllcant
that he/she will be contacﬁed
regarding piacement, anhd ask’ the
volunteer to encourage others who may
be interested in’ volunteerlng to
contact you.

SAMPLE 1. Get Acqualnted
‘ TRAINING . In order to get to know~otherq in the
~ PROGRAM FOR © “training sessxon, conduct a gettlng-
INTERVIEWERS i acqualnted game: .
~ Trainer arranges chalrs‘ln a clrcle.
-~ The trainer asks each trqlnee to
1ntroduce self to- ‘person-on’ his
right - 1nterchang1ng names. and
discussing each others role in the  .¢.
school volunteer program. : "
~ After a few minutes, the tralner
interrupts buzz segsions’ and asks
everyone to “introduce- the person
on his right by one of the follow— .
ing methods:
- T am who I am
-~ I am (name)
. - I'd like you to meet my frmend
(name) who (somethlng about
- person)
. ~ My name is (name)
T like to- ( --)
I am happy to 1ntroduce (

1'7
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DEVELOP _
ORIENTATION
' SESSIONS FOR
VOLUNTEERS

1
A
i

v

2

' = Using blackboard.

ﬁ? :

. = Many other technlques can be used,
if youuhave a technlque you prefer -
use lt.f;- . v

ProV1de 1nformatlon and Skllls tralnlng

-~ Method ° = - . - - o e

- Uslng transparencles., S

e

. = Using easel.

"= Listening exerclse.‘

L - In pairs . L :
- Repeat what partner says.
=~ Paraphrase what partner. says. i _
- Watch role play on: s1tuatlon in an.
- interviewing sess10n.
.~ = React. :
Conduct practlce session

. = Break into groups of three

- ohe be lnterVLewee. ‘ e
‘- one be interviewer. ' -
~ one be listener.

. = Listener react.

- Change roles. until everyone has a
chance at. each job. - S
Answer questlons.b

Orlentatlon of Volunteers occurs s in -
two qareas: (1) orientation of volun=
teers to school system’ and to Volunteer
Services System;, and (2) orientation of
volunteers to the individual school.

The latter is usually developed and

.conducted by the Principal, -the Staff

"Coorglnator in each school bulldlng,.

J18
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or by the" teacher to whom the volunteer
'ls asslgned. S

The larger orlentatlon SeSSlon, however,
is the responsibility of the Volunteer

.Personnel Operations and must be

desmgned and developed before volunteerc
are recrulted.



- Qrientation is the process of ~ A
.acquainting the volunteer with Ehe il
school program as it rélates t6 RN
volunteers. To understand how they
fit into the total volunteer program,
' the volunteer needs to understand
something of the beginnings of
- volunteerism in the system, the need
from which it grew and the kinds of =
vserv1ces ‘volunteers are currently pro-;'
viding in the- schools._ Volunteers - °
- are-also: interested in being. part of
a grOW1ng organlzatlon~'they can.
‘become very excited when they hear
about volunteer programs planned for
future implementation.

T e _Orlentatlon really beglns with the
' ' - B velunteer's first association with
the school volunteer organization;-
therefore, much of the information
related in answering inquiring con-
cerning volunteer opportunltles or
~ interviewing potential volunteers is
‘,orlentatlon 1nformatlon. :

: Once‘a prospectlve volunteer_has;_V
‘decided to. offer his time to help. in
} the schools, an organized orientation
S ‘ , " program should be available. Pro-
' ‘ ’ - viding this orientation for centrally
~ recruited program volunteers is the
‘respons1b111ty of the Volunteer .
Personhel Operatlons. School volun-~ .
teer personnel are responsible for
orientinhg c¢lassroom volunteers
recruited from the “individual school
comminity. It is, of course, desir-
able that volunteer orientation oceur
Sbefore the volunteer begmns to work.

The purpose_of_orientinq‘volunteers
is to prepare the volunteer for

. . - _16_,, " | . ) - -




OBJECTIVES
FOR" - -

ORIENTATION -

"o .

S

'~ Orientation shoulé‘stress the

-

*servrce 1n school volunteer programs .

within the framework of the policies
and procédures of the Volunteer,

. 'Sexvices System and the partlclpatlng

schools.

The goal Would then be to staff school |
volunteer positions with thoroughly

. Qorlented yolunteers. Objectlves.for
an orientation program may 1nclude the,

folloW1ng polnts-__'

- Orientation should transmlt po91t1ve,

attitudes fundamental to. successful
school voluhteering. :

- Orientation should establlsh for

volunteers: the need for jobs they
will. be doing and what benefits
students will rece1Ve from the time
they give.

'f~ Orientation should provrde the vol~

unteer with information about the
aims, objectives, pollc1es, and

* procedures of the volunteer program.
relationship of the individual ﬁ“; ‘

volunteer g specific job to the
purpose ‘and work of the total program
‘as it relates to theaschool and its °
personnel.

- Orlentatlon should make the volunteers
“aware of the basic organizational
structure of the school and its
volunteer program. .

Orientation should 1nclude a deflnl-
tion of the volunteer's role as a R
complimentary member of the school

" educational team.

Orientation should provide an
opportunity to' distribute handbooks .
and other printed materials. O

E pertalnlng to volunteermsm and the

volunteer.'

|
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= Orientation should promote a feel-
ing that a volunteer is a vital,
- forward moving, interested-and
"~1innovat1ve part of education.

~ PLANNING A = The general or;entatlon should be a-
' SUCCESSFUL = - spécxal event involving all school
ORIENTATION - yolunteers, representatives from
L ’ administration, community representa-
tives and staff. The invitation for
partlclpatlon could also 1nclude'
‘anyohe in the community who - mlght be
- interested in school volunteerlsm."
If this is done, the opportunlty for
further questioning or for signing up
should occur after the §eneral meet~
‘ing. (This offers an excellent forum
for recruitment.) 6 Orientation for
" building volunteers should be ‘planned
by the Principal, Staff Coordlnator '
and Volunteer Building Coordinator .
. with the cooperation of the Area:
Cooxdinator, :

N 0bv1ously, careful pre~p1ann1ng is
egsential for a successful orientation: -
Attention to details is important. . -
Selecting a pleasant place for a
‘meeting and providing adequate seat-
ing, hame tags and friendly people to
greet and make welcome those who

, attend are some of the little things
that help create a good climate for,
‘the! session. .The following list
enumerates additional items requlring
.planhing attention:

- Competent Orientation Leader.

- Representatlves from Volunteer

- Sexvices System.
- Interesting, stimulating prOgram

, participants. .

- Meanlngful audio—visual material.

21
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= Good publicity and exc;tlng
. invitations. .
- Opportunltles to recrult interested
visitors.- an open invitation to ,
the school orientation sedsion may
brlng in interested people who have
‘ _ " not yet been placed.
. _ - The "coming out" of the communlty
' ' "~ (volunteer participation).
Representation from school

<
1

, administration. -
o = Representatlon from Board of
’ .' Education .
. INFORMATION | - Hlstory and structure of volunteer v
INCLUDED * services.
"IN THE - ) - Purpose, goals and objectives of the
ORIENTATION volunteer program including the

PROGRAM - ) - value of volunteers in education. -
S : ' ‘Areas in which ‘volunteer assistance

. . , - is needed, including basic skllls
5 o required in each area.
R ~ Role of volunteer, how he relates to.
gchool, staff, coordlnator, students
and tommunity. .- - - -
Personnel policies, procedures and
L , o : regulations affecting volunteers in
e I . * the school building.

- ‘ o R .= General characterxistics of the groups
' - : = ' with whom volunteers will be working.
‘ Duties the volunteers will perform.
Whom voluriteers may approach to get
adV1ce, guidance ahd informatlon.

,,
o N

1

t

DEVELOP o ' The development’ of all the forms

PERSONNEL =~ ~ : ’ and materials necessary for providing

FORMS . proper information to declslon-makers
- - is a sizable task Obviously, this
feat is dependent upon the measurable
objectives of the Volunteer Services
System for that school year and for
each volunteer program, ‘

22
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- descriptions should provide the ,
Volunteex Personnel Operatlons with

 Job descriptions for volunteers are

a required preparation activity in
the development or modification of
volunteer programs. These jobh . -

information so that questions can be
asked later about the successful

completion and satisfaction of vol-
unteer responsibilities. ; .

“f'fIn?additiOn. many‘bﬁher kinds of

forms can be used as determihed by

~_the Volunteer Services System deci81on~'
_.makers, Th. following-sample forms

and more can -be- found in the Appendix:

~ = Volunteer Request Form

- Personnel File
- Individual Appllcatlon Form

- = Group Application Form

_= Interview Schedule,

~ Preferred Volunteer Servmce Sheet

~ Special Skills and Experience Sheet .

- Placement/Assighment Form

= Volunteer Data Change Form - : |

- Parental Approval Form for Students 8

- Weekly Record Sheet - : _
(Sign-In, Sign-Out) - _—

‘=~ Service Record Form

= Monthly Report Form | )

- Yearly Report Form . |

-~ Appraisal Forxmg for the Volunteer, |
Teacher, Principal, and Building o
Coordinator. .

1.

Thls 1lst can obviously be endless
.and awesome. The poiht is that even
in the simpliest volunteer operations,
most of these forms are needed at
some time throughout a volunteer.year.

23
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CHAPTER III

. )

RECRUITMENT
OF ‘
VOLUNTEERS

A3

- effort.

"~ involved.

-

IMPLEMENTATION -

L4

' Once volunteer programs have been

thoroughly planned and processes,

' procedures' and materials carefully

prepared, - volunteers must be recruited:
" Ultimately the success of any volun- -
teer program depends on the volunteers -
recruited to ifplement the program.

The purpose of a recruitment effort is
obviously to fill volunteer needs..

"The recruiter should know his manpower

needs: if he works from a listing of

_specific jobs to be filled which in-

cludes some ideas of the number of

" people necessary to satigfy the needs,

he can efficiently plan and implement

a recgultment effort, .‘
Everyone from the Volunteer Service
Administrator to the individual vol-
unteer:is involved in the recruitment
: Perhaps one of the best
sources for new volunteers is the
personal contact eadeh individual has.
with other people., Just talking about '
somethmng that is lnterestlng and
satlsfylng spreads the word and
probably interests others in becoming
‘ Organlzed recruitment
efforts which are designed to respond
to schogl volunteer program needs are

 generally headed up at the school .

building by the Volunteexr Building
Coordinator and at the Volunteer
Services System by Volunteer Personneg
Operationsﬁ oo .
Since volunteerlng is a people endeavorJ
recruiting occurs constantly - whenever
people talk to people. However,. ;
organized recxuitment efforts are part |
. of a sequence of activities. One .

should recruit for a given volunteer
program lnltially after the planning

Ok 21 - - , " L
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“and preparationfactivities hdve been -

 completed. Subsequent recruitment

drives related to established pro-

'~ grams are normally geared toward

filllng vacancies or 1ncrea51ng the
se:v1ce offered. :

- Reeruitment t;mlng should be con-

gidered. Ideally new programs which
are planned and prepared in the fall
or early winter afford adequate time
for program 1mp1ementatlon and '
‘evaluation. Volunteers who have been -

" given adequate time to develop, a” real

interest in what they are doing are

.~ probably more likely to continue

another year than those who just get

'~ gstarted in some activity in the

spring of a school year and do not
have enough time to feel comforitable
and successful with their volunteer
job. Perhaps, however, new programs
‘cah be successfully begun as pilot

 projects in thé spring. If this is

attempted, all participants should’
‘understand»that the pilot represents
‘a trial period or facsimile of 'all
the»phases represented in a total
year's program. The normal time
sequences must be greatly altered.

\

ﬁecruitment campaigns at either the

" building or the central office level

should be well organized. A thorough

_ understanding of personnel needs for

volunteer programs and a realistic

" “agsessment of community and neighbor-

hood interest and.volunteer
availability will enable recruiters
to set realistic recruitment goals.

A recruitment gtrategy should be
based on the humber of volunteers




WHY

RECRUIT?

'

{’

v
needed, the job descriptions of the
volunteers sought and the audience to
which the recruitment is directed.
For example, if the need is for five
neighborhood mothers to assist with

bulletin board displays, planning

several stories for the city newspapers
and investing in TV spot announcements

~ would be as incongrous as stalking a
canary with a cannon, Recruitment

needs must -dictaté ‘recruitment

- gtrategies. A careful selectlon ‘of
.recruitment technigue and media

consistent with recruitment needs and
objectives should enable program
planners to launch a meahingful
recruitment campaign. -

Once a need for a voluntcer program

"has been identified, a volunteer

program developed to meet this need and
volunteer 3job descriptions defined, the
type of volunteer to fill a specifmc

‘position can be determmned. It is

then the responsibility of the Volunteer
Services System to find those individ-
uals with the proper interests and
talents and to recruit them,

Wwithout voluntecers, there can be no
voluntcer program., Volunteers with
varying interests, skills and talents
insure that the many individual
requests for volunteers can be filled.
Everyone should be considered as a
potential volunteer. No matter how
efficient the Voluntecr Services System
is, it is volunteers who make the

‘ systcm work.

The participation of volunteers must
be directly related to the needs of

the students being served., This




requres 1dent1f1catlon of the ;Q R
T ‘relationship. between’ the volunteer
T - activities and the needs of the .
S s rec1p1ent of  the services. For thls
o ' reason, volunteer jobs and duties u‘”
o ' 'should be carefully outllned. If
thls is. done,.then'” . .
.]f- It is easier to appraise- the extent
ST Al vqlunteer is ach1ev1ng and to :
.+ meet the student's heeds. , . i
. ier: to. ldentlfyvskllls,g;
riet "and personallty needed
. S B “to do a job
e ..o T - It is easierx, to generate 1nterest
L ”'“"yamong pottntlal Volunteers. R

."..

' and placements that actually eXLStJf 5-5
) v Many school volunteer programs recrult
o c = ¢ - for "come and help! jobs. This: wlll
o ©  weaken a program for if a“ volunteer
: ' ' is placed in a make-shift job, _it is
quickly " proven non-productive and
. retentlon becomes dlfflcult '

s’

-'WHQ’ e I The prlmary respon31b111ty for re—

o RECﬁUITS? ' .. cruitment of volunteers rests. w1th

the Volunteer Personnel Operatlons,
_but there is no possible way one or -
“two people -can carry out this: act1VLty
by ‘themselves. The. act1v1t1es L
C:involved in recruitment- are therefore B
delegated to others: ';f o SR
- the Volunteer Building Coordinator
(for” school . helghborhood) EREE
'~ Speaker's Bureau (for clubs,
sorganizations, etc.) . .
F e Admlnlstrator, Volunteer Serv1ces
« 1;_1”-~-f;:¢ _-System (for speeches, Radio and TV
o oo interviews) . L
7{ - Advxsory counc11 (for one—to—one SR
“and community dlssemlnatlon of T
informatlon)

‘f524; ;Qﬁd;,‘l‘
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-‘Publlc Relatlons Commlttee, for R
S contactlng the medla, prov;dlngf;,"
Sl "i news releases, arranging for .
e plctures, worklng with the publlc

B '51“1 ‘relations department W1th1n Ehe

"',““f . school system,

'* T - gatherlng, organlzlng and edltlng
‘ “the neWsletter.»;ﬂv o
= dlstrlbutlng “and. malllng all

~°mater1a1s.,- v
~;=#,organzzlng and coordlnatlng the
... speaker's bureau. . .
= finding and creatlng new 1deaso
?f~fand materlals., ;“_w E e d

v

rg]ﬁThe V01unteer Personnel 0peratlons,‘_
v_fffhowever, ‘has theuprlmary respon81blllty
o for superv1smng all city-wide recruit-
. . ‘ment’ ‘campaighns -and ‘for providing
**ip;f*;;ass1stance for bulldlng level recruit-. |
U ment campalgns. The plannlng and S
' carrylng out of the recruitment co
~*  campaigns is a meanlngful and healthy
.«f“VOluntcet=staff worklng arrangement.,

-~

_ "“Nelghborhood recrultment is most
ST successfully 1mp1emented by ne;ghbor-'
'~ hood school staff and volunteer =
- personnel. If the actual numbers of -
. .volunteers. realized from this local
" campaign ‘is inadequate to meet. assessed
"/ 'needs, the building personnel can
J request additional larger audience
“recruitment be carried out by theliﬂﬂﬂ
»Volunteer Personnel Operatlons. iffii*

WHO Is. . The types of volunteers sought dépend
'RECRUITED? = - upon the skills, talents and interests
... . of people for the identified volunteer
o oiiow 0 program activity. There is no magic
P :”;.g;,;y_.'371_-”formu1a for’ finding the right volunteer
B P RUPITE . for the ‘right . act;v;ty., The list of
potentlal sources of volunteers is o

T -25“1 o  ;&5' «“~, o




expandlng dally. The suburban :
housewrfe ‘is no 1onger synonlmous _ -
with" the word "volunteer .f~ - :=”fgj?

. A1l ages, employed and unemployed,i,
male and female, all- races, all types
- and.'levels of ‘occupations, parents -
S e and nonparents, single or- married --
.- . is. everyone is a potentlal volunteer-i:i“f

- T

&

S .. METHODS OF- The methods of recrultment are _
oo RECRUITMENT . dependent on- the need for volunteers.
e T Therefore, for each recruitment
. S T T R S S -.campaign, the followmng checkllst
Cnin e Tee et - o ghould be useds - T :
R ' AT e " . =.fThe objectives" (heeds for volun-~n-_w9
ER DR T teers) of the. campalgn " ‘ *
e .+ = The target audience - = T~
Sl v L0 o= The resources needed/avallable
o e e s 7~ The méthods and materlals to be
e S e e = The schedule to be followed
e e e e —fThe cost of the eampalgn
, Recrultment should really be 'a con-
wtlnuous act1V1ty._ The constant = = =~
R SN -~ .promotion of school volunteerlsm can
.o S . . 7 produce’ sticcessful results. A
o ' ~ typical practice is to conduct two .
spec1a1 recruitment: campalgns a years: [
- one in September to £ill all the '
B T T ) school.volunteer jobs avallable and - °
Lo~ sl .o one in January 4o pick up volunteers
R to £ill vacated or newly found jobs.

v » e

: = S . A general recrultment drlve refers
R | . to the appeal for volunteexs to do
R R St e L . any. job. in the school - A Speclal

R A e recruxtment campaign . erVe refers: to |

L .ii. o - recruitment for a specific job ina .- _}

speplflc sltuatron;_ The VOlunteer |

: . sought has definlte skllls, experi- ‘ _1

v _ence or knowledge ‘such as a COmmunLty.f |

| -za-v_
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Resource volunteer to. 9peak-on Italy,,p
-or’-a group ‘to- provide a fleld trlp '
R through a bakery. ,“~;vy~ _ o U

A recrultment campalgn can be dlrected'
N . .+ . to-an 1ndlv1dual, a group or to the
4 .- . . public at large. The methods usdd for
IR EUTEE  each include: - . T
INDIVIDUAL |
_= Telephone call.
-~ ‘Woxrd of mouth C
- Sghool NeWSletters or flyers
. = Direct mailings :
" « Doox-to-door
' = Coffees or teas.
 ‘GROUP. S
.:f— Speaker's Bureau
.. . = Brochures = - L
«+. - «’In-house organlzatlons;ﬁ' ‘
" = Meetings/Open Houses '+
~ Bulletin boards
- PUBLIC
~,Bumper Stickers
= Radio and TeleVlSLOn
- Newspapers
- Posters
- Exhibits |
- Volunteer Actlon Center/Volunteor
.~ Bureaus o
" - Outdoor advertlsing

LA

' 'RECRUITMENT = ;Thelr Advantages. Dlsadvantages and
TECHNIQUES - ' . Uses v :
..o . 1., NEWSPAPER L
: Advantages

- least expensive

~ reaches massg -audience

. -.easy to get coverage '

Disadvantages - = o

= may hot reach target audlence :

= lack of control over what is written
Use of , .
- communlty calendar - ‘

.-27-.




’s,specla; event announcement;f.v’

egpeakex: o oo

;= human’ lnterest T
”a—“feature artlcleg' e
‘= new program - -

=~ election of offlcers

. = background or 1n—depth
_PELEVISION =~ . &

Advantages ' ‘ i

=< coverage of background and

~activities : :

~ huge audience

= high levél of saturatlon o .

not difficult to get coverage
.~ immediate coverage -
.. Disadvantages - '
© = widely scattered . o
"= lack of control over what 1s_
_.-said or photographed _
- dlfflcult to get routine coverage
Use of
- press conference ‘ o S
~ spots for recruitment, orientation‘
featurettes A
- pﬁbllc service programs
- educatmonal program )
RADIO ‘
Advantages : -t
- reaches large audlences
~ usually delivers more air time
- can get advance announcement for
" event _ - :
‘Disadvantages
-~ little audience control
~ difficult to get coverage of
routine events B
Use of

l

©n o= gpot’ announcements -~ 10,20,30,60

_seconds - program,_fund ralsxng,)
routine meeting

=~ featurettes (develop scrlp for

" recruitment)

- public service discusslon programs
31 | -
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e “F g;r‘_r;rmri,;r'4,fD1REcm MAILING

. .. . select names and addresses of
. e ”»u people who receive mater1a1 .
. . " .. = have absolute control over informatior
. Dlsadvantages -
v - S o = the danger is it may be thrown out .
. o o o as junk mail

- = takes certain amount of sk111 to;
- . prepare and to mall
A : : S = can be expensive
¢ - ‘ - = Use of -
¢ ° . for whatever purpose necessary.
5. POSTER AND BUMPER STICKERS

» . Advantage. .- ]
" .- - = gome control through ‘site sel
‘ .. « absolute control of materlal
3 ‘ . Dlsadvantages .
- o D ~ may require time and Sklll t
. : " . develop and dlstrlbute

~ can be expensive :
AR - ~,on1y limited amount of mate 1a1
: o ‘ effectlvely used
S Use of
: : S A o promotional tools
e B L = first glance impression
. - C ' -~ brief and simple message
‘ - ~ proper placement v
_ : - S ‘'~ catchy slogan - ‘ :
St s = supplement mass medma publIClty »
IR " .-, .- 6., BROCHURES |
' h ' ' S '~ Advantages
- control over’ audience
. % . . = absolute control over materlal
St e T and presentation
Disadvantages
- needs extensive preparatlon
, = cah be expensive
| R ~ - = information becomes outdated
Lo o o Use of -
' -~ general background lnformatlon :
- gpecific information
-~ available in waiting rooms

32
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- response to 1nqu1ry, tours,v, ST
open howses . - .- o7
A 7. NEWSLETTER . . h
... Advantages = . o :
“+* - =~ absolute control
"~ audience is highly motlvated
Disadvantages
; responsibility is great
- can be very time consumxng
Use of
- gent to 1nterested people |
E , : - contains ihformation on activities, =
: - - | : S previous meetings, hames of people |
R . . . -~ and human interest ' : ‘
l
|
|
|
|
<
|
|
|
|
|
|

~ carries news of special interest
< 7 and importance » :
‘"a;twosn OF MOUTH

- , ‘Advantages ’
- : ~ when it works it's dynamlte
- = powerful form of puhlic relatlons |
Disadvantages ' /\\
= once started it's impossible to
. S ~ control _
o - - dangerous if it backfires .
" S Use of -
. = hever try to consciously manage it :
- if doing a good job, the good news
travels automatlcally ‘
9. OPEN HOUSE 1
- Advantages |
~ people to people contact S }
- control what is shown and how v o
. presented : |
.~ sogial ' |
: . Disadvantages - ~ |
' ' . . = must have something to draw people
" = careful preparation . |
~ expensive for refreshments and |
. publicity :
Use of -
- feature or spotlight somethlng new
- can be by invitation or to entire '
community , -
{Bu recognxtion, awards- ‘ ~ |
" 1 ' .

it
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~ PROCEDURES
FOR
'RECRUITMENT

R 10

SPEAKER'S BUREAU
- Advantages. -

- good control of. audlence
-~ control over’ materlal and

presentatlon
- people to people contact

" .~ coVver large: audlence‘

Disadvantages

Co- requlres good coordination
© -~ reguires preparatlon _ .
- = can 1nfr1nge on personal time

1l

Use of

- group recruitment
- generates good will
OUTDOOR, ADVERTISING

- ‘Advantages.,

= control over mater1al

- control of auvdience,

~ effective attention getter
Disadvantages '

- can Pe expensive - B

- pcople you need may not see 31gn
Use of
- front yard sign is cheapest

- banner

~ billboard

The procedures. for recruitment of

volunteers tie in with the other two

_areas of operation: - School Volunteer

Operations and Volunteer Program
Operations. Volunteer Personnel ,
Operations is responsible for recruit-
ment. The successful recruitment of

- volunteer equires the cooperative

efforts Central and Building
level Volunteer Personnel Operations
components. Many people and groups
aye 'involved and this act1v1ty requlresL

careful coordlnatlon._

Buildlng level peys sonnel implement.
neighborhood recruitment efforts for
3 1volurﬂ:een:' programs 1dent1£:|.ed and

~31~
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S , ,
'9,5;planned to- allev1ate the needs of the:'
.1ndiv1dual schools.ef : o

Volunteer Personnel Operatlons

e provides all fecruiters with general-
izable recruitment designs and
‘recruitment material samples. : R

- ~ | .Neighborhood Recruitment Strateqy
e S . : - .. = Alert neighborhood parent to - :
o school volunteer-plan and volunteer |
¢+ - - opportunities. Creating a general |
awareness gives everyone in the ,
|
|

community an equal chance for
.inltlal,buy in, '
e = Article in Newsletter (1nclude
. o | application ‘or call-in procedure)
B ’ - Volunteer flyer
~ Contact PTA, Boosters or. other
. supportive school nelghborhood
_organizations
- Compile list of names of potential
. neighborhood volunteers and neigh-
- " borhood church, organization and
business contacts for. one-to~one -
- phone campaign '
-~ Enlist the help of nelghborhood
volunteers and school staff volun-
' K teers to phone
' S T - COmplle volunteer names from
= Newsletter/flyer response.
‘= Telephone campaign response

s

If this organized neighborhood
recruitment effort does not net from
the school community the needed . '
numbers of volunteers or volunteers
with skills appropriate to the

: proposed volunteer program, Building
personnel can request recruitment
agsistance from Volunteer Personnel

- L | Operations which has access to the

?ggpr community (see Volunteer

~
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vRequest Form)..

v Volunteer Personnel
,0peratlons can then organize a recruit~i

‘ment campaigh aimed at the total _
community for the purpose of 1denti—
fying and recruiting interested groups

. of individuals outside the neighborhood

 school community who are willing to
come into the school to meet the

volunteer needs identified.
recruitment timelines should be

Realistic

established and commuhication between
and among recrultlng groups should be

frequent.

The chart below 1ndicates ‘how the
~ +three areas of operatlon work

" cooperatively to assist each other
“in accomplmshlng their tasks. '

RRRUITMENT AND PLACEMENT OF VOLUNTEERS

WITHIN *
A ‘VOLUNTEER IBRVICBS SYST:H

B scoor, )
VOLUNTEER OPERATIONS

VOLUNTEER:
" PERSONNEL: OPERA'I‘IONI

K PROGRAM OPERATIONS

‘ . VOLUNTEER

[Heeds for voluhteer dit.rmid‘d
for individual school needs

Volunteer activity description
and objectives written for
esach program

Numbers and types of volunteers
are determined’

ﬂiighborhood recrultment of -
volunteers occyrs

Additional volunteers requested

Objactives tor yoa: grlnnlatod
into approximation of
volunteer needs :

Idontification of resources

Recruitment procedures and
materials daveloped

Train Volunteexr Dullding Coord.
in schopl recruitment
procedures ‘

Mass racyuitment publicity

Volunteers intervifwed and
screened )

untcor- /

Needs for volunteers determinad
for volunteer programs
offered to all schools

Volunteer Prégram description
_and objectives written

Numbers nﬂd types of voluntesra
detexrmined

Voluntcofu rcquoitad to £411

from Vol. Personnel Opers.
Volunteers are placed £

Requests for W
A recoived ~
Volunteers are plncod/xnfortad

Orientation of volunteers to
school and school programs

IPre-sexvice training by to@r 2

foxr individual needs

‘|ridot Vol, Program conducted

On«Going Training of voluntesxs
"by teachers

Recognition of volunteers
Netantion of voluntsers .

lorientation of-voluntcers. to
school system.and to - ¢
' Volunteer lc:«&con Bystem

'é.',s'*( x l
&

i;

Rocognition dﬁkﬁoluntuorn
Retentian of volunteess

hoaamed . \ 1

1

on~going programs
"™

Pre-Barvice training of vol,
in V.8,.8. volunteer programe
Pilot Vol. Program conducted
On«Going Training of volunteexs
in major identified need
‘arexs

hstssnnd

[ ¥INAL APPRAYSAL OF ann couronzu%t OF  VOLUNTEER _BERVICES _SYSTEH l

ﬁ

-33-

38




 INTERVIEWING =
VOLUNTEERS

Once recruitment has taken place and.
the community has-been apprlsed of
" the need for volunteer service in the
" schools, then it becomes necesgary to
. _interview and screen these potential
' volunteers for placement in the _
various volunteer programs and assign-
 ments, Only by effective interviewing
. and screening techniques can appro-
priate and successful placement of
volunteers occur. This step in
Volunteer Eersonnel'Operations is-
- : " thus extremely important since only
* through adeﬁuate placement can maximum

utilizatlon of a volunteer be attaincd‘
vy Schools uslng volunteers want to get

INTERVIEW? “the best effort that they can from
v each volunteer. In order for this
‘to* occur, it is egsential to know the
volunteer's interests, talents, and
past experiences. Only by inter-
viewing carefully the potentmal
volunteer can this information be.
ascertained and appropriate placement
of that volunteer be accompllshed.
Conversely, the volunteer can gamn
valuable information from the inter.-
view which will be beneficial to
him/hex .~ The interV1ewee can learn ,
about:
-~ the purposes of the volunﬁeer
program S,
-~ the need for volunteer help
 ~ the responsibilities involved in -
the various jobs within the
volunteexr program.

¢+ . If the intexrview is conducted
effectively, by its conclusion, the
interviewer will have become ’
acquainted with the potential volun~
teer, made the volunteeyx feel needed,
’ determined the volunteer' ‘g abilities,
3'7  identified what the voluntcer wants

~34-
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_WHO
. INTERVIEWS?

to. do, and helped the volunteer
understand the volunteer program.
The interviewer should also try to-
evaluate the applicant's personality
to determine who he/she,will relate
to others in the volunteer program.-

There Wlll be tlmes when a,personal
interview will be 1mposs1b1e to
schedule. If this is the case, a.
telephbne interview could and should
_be . conducted. Realizing that this is
not an ideal vehicle for accompliehlng
all that should be achieved inh an

. interview, it is, nevertheless, better

-\ than no interview at ali. It would o

“ be most: beneflclal to follow up the
telephone 1nterv1ew with a personal
‘meeting at the earllest convenmence

. of both parties. = . NI
In sum, a viable volunteer program
must develop a comfortable and
effective intake mechanism for volun-.
teers. Application forms are helpful
but the personal interview is the most
.desirable placement procedure. The -

' 1nterv1ewmng process has two purposes:
= To provide the interviewer with as

much information about the potential
yolunteer as possmble.
‘= To provide the interviewece with as
~ much information about volunteer
[opportunltles as- p0351b1e.
Intervmews are usually conducted by
“the Volunteer Building Coordinator.
However, the procedures for conducting
~an interview can be taught to others

. who have the responsibility-for being
involved in this phase of the place-
ment procees. Whoever does the

38 imtervxewing of volunteers plays an

35




3

-0 1mportant role in the total Volunteer ;
: : Personnel Operations and thus. must ot
. be knowledgeable regarding the tech~
, nlques of effectlve 1nterV1ew1ng. ’

Once the 1nterv1ewer is trained, )
. he/she is then ready to apply that
A i .. 'knowledge in an actual interview
' LA : t i setting. Simply having the training
: ' tools does hot assure success, however.
There are certain gualities which the
interviewer must have to be effective
in his/her particular job. The first
- ‘ : thing that the interviewer must do
h - is to establish a comfortable atmos—
- o o ‘phere so that the potentlal volunteer
' ' 'will be at ease from the beginning.
v o . . This will help to illicit the
. L - - appropriate regponges from the .
: : ¢ Lo . applicant which will result in
obtaining the necessary information -
. from that applicant. Once the intex~
viewer has obtained this pertinent
information, he/she then can de~
termine if the applicant can be
, : placed immediately, if there is a
- _ possibility. fox future placemeht, or
: : S . 1€ placement is impossible (if that
. . is the case, a. tactful explanation to
the applicant along with a pos sible
referral to another agency is '

v

N important) .
‘ SCREENINQ | = ' a . When the pexsotial 1nterv1ew has been
VOLUNRTEERS T  completed the screening process:

begins. It is a basic assumption
that any persoh who has enough inter-
‘est to apply for a volunteer position
and go through an interview is
 obviously committed to helping
students and feels that he/she ‘has a
certain competence to do so. Occa-
‘ .sio§?lly, however, . it becomes

LN Ld l
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T SRR T - .apparent that a particular 1ndzv1dua1
‘ - SR  _may not be gualified in any manner to
o ’ : work with students and, in fact, may
. . possess certain qualities that could
X . ' . hinder a student's progress. This is
. , - when screening comes into.play.
* Additionally, some. potential. volunteers
" may have ulterior motives for volun~
a " teering which differ from those reasons
. » - : , " that are -usually.given for volunteer*®
. - . - . ' interest. These frequently expressed
. : ~ motives for volunteering include the
-~ - followings:: ¢
- ~ Service to the communxty
Need to be needed , '
' ‘ -+ 7 = Need to combat monotohy and dea%re
- o : S for expansion of interests and
' ) A . -activities ’
o o -7 = Need to volunteer because others
| . volunteer (conform to social. norm)
- Need for social interaction (often
, a ‘form of theraphy)
. ‘ And an analysis of motives can de~
, . ' termine the applicant's real interest
g T ) -~ - in a school volunteer program, his
i P abllity +o do the job, and his value
o to the program. Expressed motives
P . are thus hot always real motives and
real motives are difficult, sometimes ®
impossible, to determine, The real I
hope is,” of course, that irrcgardlesa
of real motives, once the potential I
|
4

: volunteex is actually on the job,
h - o he/she will develop a hew awareness of
what his/her service maans and then
~ o that particular volunteer will fre-
TP . | quently develop a new attitude toward
. ' ) the job and often a more meaningful
reason for volunteering emerges.

L R
' For scraening purposes, the ideal
w Y ‘school volunteer should:
P 40 - Be a fr}endly, reliable, flexible
( - : person.
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"jAHave an 1nterest in chlldren and
a des;re to, work w1th them.k o?,‘,.ﬁ
= Have a good profess;onal attitude,.
. interest and enthusiasm for- working
- with young people and have ablllty
ko work. cooperathely W1th school
'xﬂpersonnel FEET EEVE
- Have good health and good moral
. ..charactexr,. = - o
_ ="Have adequate communlcatlon,skllls,rlegV
~ - "An important exceptlon ‘to this .
*u,,quallflcation is the volunteer,,_”f“-
" who, though she may know very. dittle
.. English, .can converse with a’ non=-- 7
- Bnglish speaking student in hls'y'fLVf'
. 'éwn language and make ‘his ‘school
"enVLronment more understandable to
Chim. - e . .
Recognize that educatlonal handlcaps .f
contribute largely to ‘the waste of "
. human resources. . N
.~ Feel deeply an. obllgatlon as a .
- citizén to support and help the'
-~ schools in their effort to educate :
' each child to. the llmlt of hls '
- ’capaclty.u,v,- i
Alreddy have - or be wmllmng to BRI
, acqulre - skllls that are needed RGRR.
© . in the’ schools. e U
< Have talents that can enrlch the
- gschool- program.
= Simply have tlme and a w1111ngness
- to-serve.- .
. PLACEMENT - . . f3”“ef<‘”'0nCe VOlunteers are. recrulted, lnter-ffwﬂ
L OF e L e e wiewed and screened,lthey must be’ S
. VOLUNTEERS ~ =~ 0 placed in assignments which best use'»j’-
B A R “their talents ‘and which represent
. ,areas in which their services are. o
- needed and requested.. volunteer is
‘placed only if there is a request fon,
. his/her services and this. request -
7*n*almost always comes - fxrom the teacher.
In other words; a member of the

»
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| OBIECTIVES
. OF.
 PLACEMENT . .

bschool staff‘lnltlates the placemeht fl

-procedure. The. next and more dif-:

ficult step is matching the 1nterestsb,f

'2_*and talents of indiyiduals .from the .
»block of volunteers to th;s request

tfrThe person ln charge of’placement in. !a
= the “individual school bulldlng is the:
';Volunteer Bu;ldlng Coordinator. The

;Volunteer Bulldlng Operatlons staff

' conducts’ placement activities for

ﬁﬁlﬁfVOlunteers contacting the Volunteer fla’
‘Sexrvices System. .Therefore, placement

’e‘actLVLtles ‘must be coordinated by the i
g-Volunteer Personnel Operatlons.ef

”',The objectlves of placement can 1nclude'
- = To analyze the individual's ablllty

" to provide services. through the

lf_ffvolunteer program. . - ;
' = To'place -each volunteer accordlng
- “to-the: job to be done and sthe. -

‘quality required for effectlve joh

,; ; performance, o
. ..= To ascertain what k:.nd ‘of serviece.

"-a volunteer prefers to perform._¢*te

= To determine the volunteer's ,
* preference regarding the time and

. location for his/her assxgnment.

';lTo ‘make. volunteer aware that changes

'in placemeht can be made ahd can be
initiated whether by the volunteer
or the school personnel

'These obgectlves'can be “accomplished =

- through three processes: interviewing,
: *(screenlng, and decision of placement

" which comprise the total placement

- procedure of the Volunteer Personnel

Operations.  These three processes =

" presuppose -the ideal situation- where
.- adequate numbers of volunteers have -

42
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 GUIDELINES

thls does not always occur and then
. the school may not have the luxury
of handllng volunteer. 1nterv1ew1ng,
screenlng and placement in this
-manner. It may be that in order to

X\

l have volunteers in assighments and

programs, the school may be bbliged
"“to take almost anyone-who is inter- ~

:_ ested in serving due to lack of

‘recruits, If this is the case, even

- though the school may. ‘not-be able to. -
- be as selective as<is deslrable, . R
nevertheless  some mechanlsm for

'“flnterV1ew;ng ‘and scréening:is a

slmpler manger must be accompllshed ;
to ' provide for effectlve volunteer :
a551stance. ' S
The placement of a volunteer in the
xright job is erucial to his/her =
- careex. ‘The placement must be done o
cautlously ‘with both parties ‘

" remembering that no placement is

'final. Placement changes can be
“initiated by elther the Volunteer or -
the teacher.;.. R K -

The person in charge of as31gn1ng

" yolunteers to appropriate’ activities
" ‘ghould make every attempt to place a

‘volunteer as soon as possible.
«Enthusiasm cannot be maintained

forever and the program is losing-

‘hours of. well-motlvated time if place~ ;

‘ment is delayed. * If there are

1eg1timate aelays, the. Coordlnatorb ) Y

must be certain to explaln these’ to,_
the volunteer. L o ,

‘When a request for volunteers is
received, a decision is made, whmch':
is one of the £ollow1ng" AT

":?Qﬁkufgrf:}lil;'}, lf-:'ﬂ‘ ‘t‘A
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"~ The mnterests and talents of the

"jie»The interests ahd talents of the -

.= The interests and talents of the’
~ volunteer are not approprlate and -

”t and’ the volunteer accepts the loglcal

.. ;'\ .

s placement.{

Q‘ If the decxslon is reached that the

t“voffered this free glft is being

. and anger at the coordinator of the
~ of inadequacy, relief after realizing .

' placement.

.vexplainihg the dec;slon.courteously,

_volunteer appllcant matches a - _
" specific request for a volunteer,

‘ volunteer appllcant do not match
any requests but the person is
placed in another field or area.

the appllcant should not be placed.kn
USually the flrst declslon is reached,-.

Job for him. If the placement decmsion
‘is different from what the volunteer

- had initially desired but moye suitable
‘to the abilities of the Volunteer or

~ the requests for asvolunteer, ‘the.
_wvolunteer is most cften happy wmth the‘

b‘
“v.

~volunteer does not fit into. the
program, the placement person should
‘have considered the reasons for not
--using the volunteer based on the - _
desirable quallflcatlons of a school '
volunteer. 'ﬁ‘f o ~
The dlfflculty of not placlng a :
- prospective volunteer occurs because -
a free gift of time and help has been

~rejected; anxiety may develop within
the volunteer expressed by hostility

‘program, depression caused: hy/EEellngs

this was fEally not the deslred

These difflcultles may be overcome by
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.PROCEDURES OF

¢ . PLACEMENT FOR
- INDIVIDUAL -

- SCHOOLS

-3

' and abilities of the volunteer; a
g ‘request for volunteers sent to the

teac‘hers-i and f:.nally match:.ng the

'ass1gned to attend a large Volunteer . -
~ Services System orientation for .

‘being honest, emphasizing the
"gtrengths of the volunteer, discus-

. sing other ways a volunteer may help,

referring the volunteer to a social-
service a%ency for assistance, When"
placement ‘has been completed the ‘
volunteer should be introduced to
staff and to other volunteers, and ‘
arrangements should be made for the |
volunteer:§ orientation and training.
. . . s
The total placement process includes =
recruitment publicity; a volunteer  °©
applxcatlon-”a personal. 1nterv1ew
‘with the potential volunteer; =&
_screening of the interests, talents,

-Volunteer Building Coordmnator by
volunteer with the request. : SRR

After thls placement procedure is
complete, when and how the volunteer
will be oriented and trained must be .
-determined. A volunteer may be

~ volunteers, or may be introduced to o
‘the school principal or Staff
Coordinator or teacher for an -

- individual school orientation, or

‘both. When these decision are made,
a Placement Form is filled out.

It is only after this form is com~' S

pleted and stapled to the interview
schedule that it is_sent to the

Volunteer Personnel Operations at

the Volunteexr Services System. The

Volunteexr Personnel Operations then

procegses this lnformatlonlmn the

apprqprlate manner.

v
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PROCEDURES OF '~sVolunteers are placed in three service

" PLACEMENT FOR - categories::
'VOLUNTEER . 1. On-Going Volunteer Programs.
PERSONNEL . - These volunteers have elected to work

OPERATIONS . ’in the school on a regularly scheduled
PR - time on a continuing basisg. Orienta-

" tion and training experiences are
important to these volunteers who
because of their on-going commitment

: .. -should expect to grow in the volunteer
a field R :
2. Special Volunteer Progects.
These heighborhood volunteers are
o recruited on an emergency or special
. . ¥ need basir to accomplish given tasks
' in a limited time frame. They may be
asked to assist with activities such
as a newsletter mailing, bake sales,
_special school programs or field trips.
) . Obviously since the commitment is not -
.« ' on-going, limited or on-the-spot =
© . orientation and tralnlng arg all that‘
: is required.
3. Community Resources Volunteers.

' These volunteers are recruited to be
on call to service school requests for
their special presentations. These

-~ may be single lecture/demonstrations

. " or mini-courses about the volunteers'S

- speclal interest, ‘hobby or profession.

Some orientation to the Community

; : Resources program and procedure is

. ’ e “necessary but orientation to any

: R particular topic is of little value

since Community Resource volunteers
visit many different schools.

The VolunteervProgram Operat;ons
. : receives requests for volunteers from
~ o . schools via the Volunteer Building
) S '~ Coordinator, from Central office
P o - school adminiitrators, or directly
| | . : from teaohers desiring Community
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: : . _ Resource volunteers, minl-programs or
- , o \ *»fleld trips. i

The Volunteer Pexsonnel Operations
‘receives applications from volunteexs -
over the phone, as a result of: :
" Speaker's Bureau activities, media
publicity oxr from the Volunteex:

. Building Coordinator indicating that /

¢ a . volunteer wishes to be transferred
. to a new BCh001;?r program.é}

1

ON;GOING - ul; The Importance

_ £ Appropriate ?1ace—;7'
o ' VOLUNTEER - ment,: '
oo ~ PROGRAMI - - ‘Careful assignment of volunteers to

jobs consistent with their talents,
interests, and capabilities maximizes
e ‘enrichment contributions to the
*~._ school and its students and the
- . personal satmsfaetion 1s paramount.
. ' for continued volunteet¥ participation;
v two. additlonal placement conamaeran
tions are most important: :
=~ Volunteer understanding of the
. activities, tasks, and respongi-
v . bilities of the volunteer job
o : assignment.
' = Prompt. placement in anh appropriate
job, Volunteers may loose interest
A JLE they wait too long before
- . !beginning their volunteer assign-
N mnt.
2. Valunteer Placement Notiflcatlon
. Procedure.
~ Volunteéer Building Coordlnator
: . telephones the volunteer to discuss
e -+ details of the proposed a351gnment
' and to elicit an acceptance of the
job available.
,, = Volunteer Building Coordinator mails
)/, assignment card which includes:
= Assignment description
- Notification of orientatmon ,
. scheduled ’

_44- v - f




. - = Asgigned volunteer hours
AR v - "M - = Mime to report for first. visit
' - - = Where to report includlnq
location of school -
=~ Office or place 'to report
- Person to see . :
3, Staff Notification Procedure ‘
- Volunteer Bulldlng Coordirator q
' relates to the school personnel |
receiving the services of the |
volunteer:
~ Volunteer's assignment includlng
- tasks and activities
~ Volunteer's hame _ g
~ Volunteer's ass;gned hours ,
- Volunteer 8 initial arrival time.

R Bulldxng volunteer personnel operations
ot . assigns locally recruited.volunteers .
' ’ ‘and forwards a master list to Central
Volunteer Personnel Operations for
‘record keeping. Volunteer: Personnel
: : Operations refers centrally recruited
® - volunteers to building volunteer
’ personnel operations for placement.

SPECIAL . Becauae the needs for these volunteers
VOLUNTEER ' _are generally immediate and related

PROJECTS =~ . to special needs which emerge at the
f S building level, the recruitment and
" placement are usually informal-
procedures which are handled by the |
Volunteer Building Coordinator at the
building level., Care must be
exercised, however, that volunteer
gexrvicés rendered in response to
‘special needs is recorded in school *
report forms so that volunteexr data is
available to Volunteer Pexrsonnel
‘Operations at a later date.

8 -
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'COMMUNITY, vhequests:for'epeakers'and/orrmiﬁiw

., RESOURCES - courses are referred to Volunteer
: : o ~ Personnel Operations (Community
- Resource Coordinator) from the
. teacher requesting the service, ..
' Recruitment, placement and record.
4 , . . keeping sexvices are handled by the
e o - ' : Volunteer Personnel Operations'
B S cOmmunlty Regource Coordlnator..'

- To efficlently record these two areas
L of .activity; requests for volunteers
and applications from volunteers, :a
o e v]«;file, large index file, manila folders,
S LI  or notebook that is -subdivided by
oL .. school and which contains a descrip-
tion ¢of each program being implemented
in that school can be; utilized by the
-.Volunteer Personnel Operations, This
master file or notebook must be
indexed by volunteer program cate-
gories (Tutoring, Library, etz.) with
the schools (including page numbers '
for *their individual listings) '
implementing the program identified
by these program category headlnqs.

ORIENTATION T © . The purposes for a volunteer orienta-
oF : - f o - _tion program were outlined previously
VOLUNTEERS o ' with the necessary materials and
’ ' information for a successful program
g delineated.

B L : v . Orientation programs can be of
i . o S - different size and type depénding -

o o v on predetermined purposes of the
program and needs of the new ' R

’volunteera.
_— BUILDING- N - A well—planned orientation can be
~ORIENTATION : .meaningful -~ the participants feel
' they belong to a 1arge vztal ~

organizatlon."; .o
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W ' .\, - Orientation represents an oppor-
' " . tunity for good publicity for the
: ' school in the neighborhood. -
. = Orientation represents an appor-,
L " tunity to bring out interested
. " people who may want to volunteer
o but need to decide if they will £it
before actually offerlng their"
gervices,

- GENERAL o - Big program can be impressive, the
CITY-WIDE participants feel they belong to
' ORIENTATION ' a large, vital organization. .
: . = Chance with only one central program,
4 .7 to get communlty leaders for R
. : speakers. » '
' : ~ Chance for good publlcity.
' = Chance to bring out interested.
people who may want to volunteer
_ _but need to decide if they could
v LT - . - £it before actually offerlng their
e L - .. pexrvices. -
, AR - = Channeling all efforts 1nto one
PR : o , big program rather than fragmenting
: Y efforts, -

, The disadvantages of a large orienta-
, ‘tion could be that a large group often
~ lacks a needed personal touch and that
‘& poor turnout to a big orientation
o is very discouraging to all. Seating,
L coffecing, and passing out materials
- to a mass is difficult to do in time
R o | - lines. Some area volunteers may feel
L7 ' ~~© ° uncomfortable at a "social function"

». . orientation.
ALTERNATIVE '~ In addition to orientation of volunteere
APPROACHES T0‘> . offered to an all-city or all-building
ORIENTATION . audience, orientation materials should

: . be available for other special groups:
R S . = Orientation for individuals
| L recruited after the central
ol o ‘




 MONITORING
VOLUNTEER
ACTIVITIES

-7 . program., In monitering these

.orlentatlon has. océggged. This _
orientation could occur anytime
‘after the initial orientation.
Perhaps when 15-25 new volunteers
.. have been recruited, a follow-up
.orlentatlon could be planned. A
for special groups
interested in volunteer services.
This orientation could be prepared
for a business or organization and
could be offered at the regularly
‘scheduled group meeting of that e
. ...business or organmzatxon.
- Orientation for people unable to
attend regular volunteer orientation
sésgions,. This orientation could
be offered by tape recording or
.Lvideo taping a planned orientation
- . session and making the tape avail-
., able for viewing by individual or
" small groups of volunteers at their
cohvenience.
= Orientation one-to-one. Thls . e !
orientation could be handled by B
- planning an individual session -
between a staff person and the
'=fvolunteer using all available
]prlnted rmaterial. S e

<o .

The effectiVeneSS,of'voluntcef
" activities depends on several factors
‘gsome of which vary from program to

activities, it is necegssary to examine .
.the program description, program  °
objectives and voluhteer. job descrip-
‘tion. This should provide the
necegsary qumdelxnes for continuous
evaluatioh of volunteer activities

-in order to determine the validity

of assigned activities in attaining
program objectives to determine the
quality of those activities as

per formed by the volunteers.

B
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N - Certain factors related to the
' . effectiveness ©f volunteer activities -
. - are generalizable to all programs.
‘ ' ~ Monitoring information should seek
. to determine the degree to which:

_the volunteer is efficient and
- organized in carrying out the
“job description.

~ his/her. tasks. ,
the volunteer is regular in

assistance when he/she needs it.

‘the volunteer accepts guidance .and
‘direction and carries out instruc~
tions. ,

,facrlltles where volunteer actmvitiez_
-are performed are adequate. : '

‘the effect of the volunteer gexrvices
. progress.

‘and orientation are\adhmlable to the '

-

the volunteer fulfills the pre-
arranged time commitment.

specific tasks indicated in the

the volunteer shows independence 3
and responslbilrty 1n executing

attendance.

the volunteer adheres to his/her
asgigned duties and ‘tasks.

the volunteer: staff personnel and
atudents:have developed a cooperatmve
working relatlonship. e

tite volunteer willingly seeks

the work-load does. not overburden
the volunteer.

. the assignment is appropriate to the ~

voluhteer's capabilities. |
the assignment is consistent with |
the volunteer's job description. |
the volunteer. understands his/her
yole within the total program.

performed are evident in students'
all necegsary materlals, training,

volunteerx, :

the materials, etc. are used by the ,

volunteer. _ :
{326“ FUN AAi
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The list of factors which correlate
with the effectiveness of volunteer
activ;tzes could well continue at
length. However, wvaluable informa-
. . * . tion can be obtained by examining
just a fey of them, provided the 5
, factors salected are relevant and
L : o B . necessary to the particular volunteer
program being, monitored. The
Sl S , ‘ : selection of factors will be limited -
o : S B by the availabzlzty of time, person~
' nel and other resources needed to
. conduct the evaluation,

The informacion gatherea shouid be °
utilized to make: changes, expahd,
delete, or. elininate any- aspects of -
volunteer activities in a continuous
effort to-: improve the overall program
effectiveness. The information
should also be used to improve
individual volunteér effectiveness,-
This can be accomplished by dzsquhging
with the voluhteer any results 6f a
evaluation of his/her activities.

. The discussion must be non~threaten-"
R : - ing and designed to suggest areas of -
needed improvement and procedures
e - acceptable to all persons which
might bring about this improvement.
Such information can help determine .
needs for in-service training,
additional volunteers, improved work
y; - . space, cléarer delineation of |
volunteer-staff responsmbillties, etc. J

RECOGNITION Plans for a variety of recognxtzon
OF ' ‘ of .volunteers are often minimized in
VOLUNTEERS . . : the total planning and implementation .
' of volunteer services: It 1s,
however, oxtremely important to the
R e - © . continued ‘success of voluntecer pro~
arams established. Planned




recognition programs can be rewarding
for volunteexrs but perhans ‘the most .
meaningful recognition is the personal
' “thank you" of the teacher and = °
. : SRR - children served. Sincere recognltlon
o | ‘ " is important and should be given both
S publicly and privately. If a volun-
teer is properly placed, trained, and
' recggnized the volunteer will want to
vontlhue with the scéhool volunteer
program., He/she will share his/her
volunteer experiences with his/her
acquaintancea making them aware of
the satisfactions of being a volunteer.
and, in effect, aid volunteer recruit—
ment .

e Expxession of a&hiration or approval
L are vital for most volunteers.
" Recognition gives the volunteer a
sense of security and belonging as
,well as effecting his/her retention.. .

- _ v New ways to recognize volunteer service:
C ’ E within a school program are constantly
/ . being sought and developed. Volunteexs
~ have always wanted to know and hear
" how important they are. Badges, .\
certificates and plaques are not the
: only kinds of recognltmen which can
., ‘ o . be employed.

-

. . Recognition of the volunteer's ,
pervices should come haturally and
aincerely from the professional staff.
Consistent expresslons of thanks, a
nod of approval, a gentle touch of
_the shoulder can have more effect than
more formal awards and recognition
programs. Since the responsibility
for recognizing volunteers ls the

' staff's, orientation programs for

professional staff should stress the .
importance of volunteer recognitioh.

._51... o4 ] ;
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ﬁv;wyys op ,?QQLV;?;A;The recognltlon process is- the" B
. GIVING . - -« -public relations of VOlunteerlsm.-f'l‘
'ﬁ,fRECQGNITIQN_'-“gff,‘Some ways of glVlng recognltlon ares .
oo e 4 Peysonal pralse of the volunteer r,}g‘_'
. on the jobyi 7
Letters and postcards of Ehanks
Asking . .adyice of the volunteer = = - .~
.,xpeclally effective. when.the adv;ce ;}ﬁ
As” followed! .~ el e
v‘fIdentlchatlon unlforms, plns. _
'”fbadgés ete., - so that others may.
recognize them ‘(thig is a- - good
u,ecrultment‘glmmmck 1150) .
'~ Recognition of a special contri
-7 i pution-a Folunteer has maae”“"
= Giving. the Volunteer a more
‘gjﬁ.como}ex a351gnment.o,;fy‘4k
« = Telling the committees: ang:.
"about a volunteer s—work"

jﬁunteer s and studentg wﬂ;k Ar
“,sdhool and in:special places
Y.ds ba“‘s,'stores, llbrarles, Or
;;store wmndows. ‘ :

_e_ﬁtrophmes,_ v e ‘{ﬁ
- Bwards. made by chlldren (metal Ny
i awards, sllver f011 awards, book-,vj},

gﬁmarksf]etc ) S T
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B "EVENTS

are 1mportant.;-

o N

A plannlng commlttee should be"

organlzed to., DR

gQ;- Detérmine ‘type of event-gj

ey ﬁoneni-mhr =

An'anhual'ReCognitibn'Day Event can
be a memorable ‘occasion, if it is

" carefully planned. Know;ng how to. o
pre-plan, understandlng basic steps . -
"?1n plannlhg such an ‘event and assignn-
1ng duties to. reSponsmble chalrmen

G Al 2 7 2

"7E-*Pot Luck Dlnner

ER Create théme or tltle -;make lt

o - Teas
. '”z;-FCoffees

7.2 Glassroom Party

b}

A}*iAudltorlum Prbgrams o
- .= Brunch or lunch w1th ‘the
- . Supervisor- AP .

“=.Tea with Parents

?fa.b;nner W1th‘Teachéré.V :7*"l‘

« Faculty Party °

- Pienics R L
event.

“brief and catchy.

ﬁfSelect subchairmens:

- Hospitality i

=~ Publicity - pre and post
Y~ Invitations. ".,,

 »fffTe1ephon1ng

e Mailing .

' i{4jSeat1ng

" = Program. Plannzﬁg

.jf[e‘Decoratlon
_mfm{e‘Appramsal
©oov o= Awards

vafwéiSend thank you s to all Who worked',_

‘ 1)C

T oon.an event..,‘

'“Prepare report bn all stages and =

functlons.zm=.

= Pamily Fun—Day  ;&; {‘1£-ivJ,11N;:

b . PR

- Decide date, tlme auu'place of

-~ Decide admission price, 1f,any;z B

o
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L EE o A R . .
) PROMOTION G Promotlng volunteers is also a ‘means
S OF-A e f of: recognltlon. A school. volunteer
o VOLUNTEER; .7+ program should provide opportunities
RN P S for the. advancement of volunteers ‘+.
1nto more respons1b1e pOSLtlons.;vItV -
xshould continue to offér the volunteer~

'7t}f@fﬁf'ttjti_ S -t'f,'wadded responsmbllmty and’ expanded

R .experiences.l“If a volunteer is . {
oy willing and able to take on ‘new

T e 7;Q?;f;'resPonSLbllltles, ‘additional admlnls~f};

e ;v'¢u_{,~~_¥;fftrat1ve volunteer . opportun;tles
Pl oL 0T should be ‘offered. ~Allowing a-

:1«5571v3?"f¢»"a,~“;f'5g ' ¥olunteer to-grow and to. take on new

’fsﬁfﬁfgf;7'?5fj}@[~fj_tasks eliminates job monotony and is
oo T 'yvital o cot.tinued renewal of the
volunteer s commitment to the school

:3?»#~'fxf:. «fz!;!~_£;~’%3 and to the volunteer prognam.
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MAINTAINING

VOLUNTEER

- MORALE -

Retentlon of volunteers depends upon

‘a multltude of variables ranging from
" +job satisfaction and: feellngs of
~usefulness to changes in family - ¢

situations or in thé economy. Because
“~ thé reasons a volunteer drops out are
... many, personal and varled they are
Zv'dlfflcult to. measure, ‘record or- ‘
”l.control :One can safely assume, - -
2,1however, that if: the volunteer program;‘
. 'is important and needed and the vol-'"
- -unteer has been well placed, - “the

" volunteer will wish to Contlnue in:
K the program.’ :

’7xbest form of . volunteer recrultment

. THE DO'S T |
= Demonstrate beyond questlon your -
. W1lllngness to help the volunteer.

'~ Avoid partlality—-don t "PlaY

,volunteer'program, therefore, must
meet the needs of the wwvolunteer as .
. well as the needs of the school to -

- Dignify ‘the - pesitlon of the
volunteer; recognize the 1mp0rtancev,

If a volunteer feels valuable and
needed ‘he/she will“wish to cont;nue to

. serve. Volunteers want and need.to do
~things that are~”important, meaningful

and relevant.: They want to. be . Y
iinvolved and perform duties. that

match their abllltles., The school

be successful

-~ Treat “the volunteer llke a human . =

being. .

- of volunteering,

favorltes"

= Avoid an. overbearlng attltude.

= Be honest -- don‘t bluff -~ you

558"

v can't get. ‘away, with it for - long;

it isn't what we say but what we -
“do thatqgounts.,- :

7Retentlon of volunteers is. often the ;f~
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e ' - " . = Keep your promises; showing a !
¢ = . yeason for it if you. can't. -
L e ‘_}Lgﬁ_j'-~Give credlt and recognztlon (agaln‘f
R , = Be avallable to the Volunteer L
S fnmalntaln an “"open doox pollcy o
- ‘: - - ,_ ' Say uwe [1] not ﬂIn )
' .+ = Welcome suggestlons-‘ask for adv1ceﬁ
. . -and opinions., .

7 ., =gk -~ not.diétate., .. B
el LA ;.= Make volunteers feel 1t,1s thelr Lo
e e e organization. = S e
R SR RREER ;”f;V,f-uKEep up the good cheer,' ;5f*'”' ERSEA T
T - = Get the whole story when there are

‘ - - problems -~ do not Jump to
. conclusmons. T o e -

oe - ‘ Ca

o S e | HE DON'TS EEED R el
I R '-- Donh“t kill with klndness, iﬁJ&an"be7
| I -7 lcarried %o such-extremes that it
L , L R “ceases "to be: appréciated. .
B T S - g -“Donlt condemn lnact1v1ty, suggest
T .. - . a program for agt1v1ty. :
e i ls o« = When you need to offer cr1t1c15m,;»'
< o, ... . doit privately; make criticism
L ) L " sincere and constxuctive; when you
SO T sl are wrong, admlt it freely. ~ .-
‘ w .. . . ='Don't act as though you think you
: ' are-good; if you have ability and
are "good" be humble about it =~
- they will find out. :
;'%N~~Don t use words when deeds are
o called for. :
~ Don't“show annoyance or a martyred o
alr of extreme . patlence. : . |
i |

' Volunteers need to feel a sense of
. gsecurity and those who have contact
'+ with them can provide this by:
=~ Being honest and gincere, . .
=) Being fair, impartial and generous. -
<= Showing. sympathetic understand;ng.~-
;é Radlatlng confidence.

S}
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f._’l . volunteer's duties are.
' -~ Telling the volunteer not only

g Tr o f . what but also why. f
< ° . o~ Listening to the volunteer. .

A Volunteers want: :
R . .« Opportunities for advancement.
' R ~ Comfortable working cvonditions. -
L . = Access to needed materials. .
% .. 7 = Job descriptions, ~ “
R -Adequate training. SR

|
‘f,ExPlaining carefully what the

- Enthusiasm is infectious. If volun-
_ . teers understand that they are parc
ST of a team, if they have a feeling of
. . accomplishment, if they are told by
s © = . others that they are really helping,
~..#% . they will feel secure and needed and
R ~ o will want to* contlnue thelr work the
ot next year.. Y

: ’ COnVersely, if the school volunteer

o program does not fulfill the volun-

. teer's needs, the school will lose
' _’hls/her services.

".WHY‘N. I ‘:, 'Why do so many volunteers drop out’ L

VOLUNTEERS At a VIE Regional Workshop presented’
_DROP OUT " . . in 1971 by the Des Moines Area Commun-
R . . .~ity College's Project Motivate,

..~ ... participants gave these reasons:
Cae T - = Poor placement S

- = Lack of supervmslon :

- = No guarantee .that the. volunteer 8
paxticipation would be. effectlve

- - Long range potential of volunteers

wasn't utilized
= Opportunities for personal growth
S ‘were curtalled ,

‘ =~ Time, talent and *”llls were not

utilized in a useful way :
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~ Job ladders were not encouraged,
i.e., a volunteer who had dohe an -

 excellent 4job should be given the

g opportunlty to move up, to become,
~perhaps; a traxner of other '
.volunteers. ' \

Vafious measures can be taken to

conbat the above situations which

‘léad to volunteers dropplng out

They include: = ~

- ‘Adequate screenlng technlques NEA |

- Open communication channels{le N NW

1)Appropr1ate evaluatlon and g : w
\
|
|
|

,-

modification procedures

. = Meaningful utllizatmon of

volunteere

- At the end of the year,'a flnal
 appraisal of volunteer act1V1t1es R
~can help determine the degree to o

. which the, activities performed con-
ltrlbuted to the attainment of 'the

.. program's objectlves. It can also

prov1de direction in plannlng for o
the coming year by identifying - .
“defects and deficiencies in- many
.areas: of volunteer act1V1tles.

_ All 1nformatlon ‘gathered throughout

the continuous mopitoring.of volun~

. teer activities should be gathered
. from their appropriate sources,

compiled and analyzed. It may - be
‘necessary to seek additional infore. (-
mation at this time since certain 1\5
factors relating to effectiveness of

“yolunteer activities may. have been

.evaluated prevmously.‘,
2

For a -final appralsal to e thorough,

it must include information about

‘gome of the factors discussed
previously in the section dealing

B8~
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. with the monrtorlng of volunteer N
" activities, as well as such-. factors,

. as:

- the measured achlevement of stuﬁents '
in the volunteer program ' '

=~ the_ year-lohg retentlon rate of

volunteers - <

. = the degree of staff satlsfactlon

with the services provided by the
volunteers

.- the demand by staff for volunteer

_services during the coming year. . .«:”

- If the monltorlng,lnformatlon has been

comprehensive, the final appraisal-
effort need not be an overwhelming
activity. Information may be gathered

by conducting a reasonably short
interview, or by adminigtering a ,

v7vsimple questlonnaire.f”étudent grades,
of course, are avallaple regardless ’
- of the presence of the vGlunteer

program so obtaining them should not
require any additlonal effort.

~;'

As Wlth other evaluatlon efforts, the'

strategy always involves:

o

= identifying the information neeés,‘

such as measurable objectives or
factors to consider
aeterminmng gource of information,
i.e., population and sample
-establishing.procedure for
administration information; i.e.,
. instrumentation, personnel, time
“sehedule . :
collecting the information
analyzing the information
interpreting and‘reportid?,the
‘information ' . .

’
Co

B |

The final appraiaal effor sﬁould'

provide data for assessi thc
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effectiveness of volunteer activities

in attaining the objectives of the
dgram-and the quallty of

performancﬁ .athg volunteers. As o
‘such, 1b ev1ew eﬁﬁort. It

should alsoﬁheﬁused to- determmne’

needed revmslons Foy tHe coming year,
thereby serving the function of a .
needs assessment 1n efforts to xrenew
" the program. to 1mprove its: overall
effectlveness._




V.S.MS. Project
~ Goals & Synopsls
o - 1973-76 -

wm Systom
“ To establish & mansgement system for the admlnlstmtlon of a volunteer .
nrviou sy:ﬁm in a city school district.

o

A e C ittt ke A Sl
[ ~ Rkl

_ o 2. Commmnity — School chthmhlp S .
. j]  To pmvldo a concrete and positive working rolntlomhlp betwesn school
-//::,/»—3 ~

==/ z = parkonnel and-the school community.

] 3. Program Development
i To meet the changing needs of students for volunteer services by develop-
? ' : g new volunteer programs and’ by modifying and/or expanding oxlstlng
r valumnr programs. .

;

E

in 1973, the Volunteer Services Office of the Columbus Public Sohools was
-~ swarded a three-yesr grant by the Chio Department of Education, TITLE 1l
Office. The grant called for the design, development, implementation and
installation of a new system for utilizing large numbers of trained voluntesrs
to mest student needs as they are identified by certified personnsl. -

. Once designed and opersble, this new management system should allow for
. the development of new voluntesr programs based upon teachers' requests
‘and for exciting and challenging Opponunltiu thnt will smnqthon schoot-
communlty relationships, .

To judge the ‘sffectiveness of this new operational mechanism, the crltﬂ’ll
;  for the manegement system states that the system is to be meaningful and
| workable at all levels of the volunteer services system, that it is flexible
enough to hendle the magnitude and varlety of newly assessed nesds, that it
is generalizabie snough to opsrate in a variety of school systems, that it is
capable of continuous expansion, and that it serves the newads of the :tudonts,
the voluntesrs, the oertifled staff and the school system. '

During the thru-ynr grant period, the project mission was to develop gener-
alizsble proosss models for each facet of the management system during the

tirst your, to pilot test the models and revise them during the second year, to

instal} the materiais and procedures for this new system tlwoughom the school

system during the third yesr.

The menagement system procedures and processes can be found in the guide-
book for & voluntesr services system and in the handbook series developed
by the project staff. An annotated bibliograplty is also being developed to
assist others in seeking additional reference materials for the various aspects
of a volunteer services manegement system,
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o ‘GUIDEBOGK TOA VOLUNTEEH SERVIcEsleSTE_M
] ORGANIZING A VOLUNTEER SERVICES SYSTEM
it INFORMATION SYSTEM FOR A VOLUNTEER senvnces SYSTEM

- ) . (/,_ o ‘,]vvlyl’“;" ' -, : . | . ‘ ]
NEWSLETTER = o B

PMAPHLE’N e

ADVISORY COUNCIL HANDBOOK

'~ TEACHER HANDBOOK

‘8CHOOL VOLUNTEERISM ~ ITS UPS AND DOWNS

“Volunteer
| Mauagement
System . .

Mate_,rlals;

)/

HANDBOOKS

IV VOLUNTEER PROGRAM OPERATIONS o
V VOLUNTEER PERSONNEL OPERATIONS |

VI SCHOOL VOLUNTEER OPERATIONS

“THE WJOLUNTEER” P C s

VOLUNTEER MANAGEMENT HOW TO ASSESS NEEDS
SCHOOL ADMINISTRATOR'S PAMPHLET

INTERVIEWER'S HANDBQOK

VOLUNTEER HANDBOOK

HANDBOOK FOR VOLUNTEER THAINING
AUDIO-VISUAL HANDBOOK

HOW TO RECOGNIZE AND RETAIN THE VOLUNTEER
HOW TO WORK WITH GROUPS = a
HOW TO CONDUCT MEETINGS

i




